Electronic Case Filing System
(ECF)

https://ecf.dcd.uscourts.gov

‘Case Filing for the 21E Century"

Uset's Manual

(Revision 1 -January 2002)



TABLE OF CONTENTS

Getting Started 1-2

Introduction.

REQUIT NS
Registering for Access to ECF

Incorrectly Filed Documents
Viewing Transaction Log
User’s Manual

Entering the ECF System e ee e 6-
Entering the ECF System
Lo IN g I
Selecting ECF Features

CivILEvents Feature e ee e ee e e enen 10-22
General Rules and Manipulations 10

Manipulating the Screens. 10
Correcting a MiStaKe 10
S gL S 10
Filing a Civil Complaint 10
Filing Documents for Civil Cases. 10
1) Select The Type Of Civil Event That Is Being Filed________ . . . 11
2) Locate The Case For Which The Pleading Is Being Filed . . 12
3) Identify The Attorney Who Is Filing The Pleading 12
4) Designate The Parties For Whom The Document Is Being Filed 13
5) Specify The PDF Document To File 13
Failure to Select a Document to File ... 16
6) Adding Attachments To Documents Being Filed___ 17
Filing Attachments and Exhibits that Originate
from Documents in Paper Format . 18
7) Refining Docket TexXt 19
8) Submit Pleading For Docketing 20
9) Notice Of Electronic Filing 21
E-Mail Notification Of Documents That Were Filed 22
Filing Other Types of Documents 22

ECF User's Manual (January 2002) 1i U.S. District Court for the District of Columbia



TABLE OF CONTENTS

(CONTINUED)

Query Feature 23-28
Selecting a Case t0 QUeTY 23

Query on:
A O Y 24
Case SUMMATY 24
Deadlines/Schedules 25
DocCKet RePOTt 26
History/DoOCUMeNtS 27
Other QUeTICS. 28
REPOIES A U e et ae et et ae et e en e et e ene e am e aneenn 28-30
Docket Sheet ReDOTt 28
Cases Filed RepOrt 29
L UL L TS 30-34
Your Account 31-33
Maintain Your Account 31
View Your Transaction Log 33
Miscellaneous 34
OOt ettt e e e et et ee e e e et et eaeaneeeeeaeeeeas et eeeaeeenas et eeneme e ememnaneenenenen 34
Additional Information Regarding ECK e 34
Attachments 35-42
ATt OrNeY DOCUM NS 36
Initial Electronic Case Filing Order 38
ECF Participant Registration Form.____ 39
Notice Regarding Superior Court File 41
Notice Regarding Exhibit Attachment 42

ECF User's Manual (January 2002)

il

U.S. District Court for the District of Columbia



ELECTRONIC CASE FILES SYSTEM
USER’S MANUAL

GETTING STARTED
Introduction

This manual provides instructions for using the Electronic Case Filing (ECF) system to file
documents with the court, or to view and retrieve docket sheets and documents for all cases
assigned to this system. Users should have a working knowledge of an ECF-compatible web
browser and Adobe Acrobat for creating and reading Portable Document Files (PDF).

Help Desk

Call the Court’s Help Desk at (202) 354-3190 between the hours of 9:00 A.M. and 4:00
P.M., Monday through Friday, for telephone assistance in using ECF. If you experience
technical difficulties, call the Court’s Systems office help desk at (202) 354-3210 and ask
for Peggy O’Brien, ECF Systems Analyst.

ECF System Capabilities

Registered users with an ECF-compatible Web browser and access to the World Wide Web
can use the District Court’s ECF system to perform the following functions.

e Open the Court’s web page
e View or download the most recent version of the ECF User’s Manual

e Self-train on ECF using the ECF Tutorial, which is available on the District Court’s
ECF Website.

e Practice entering pleadings into ECF using a “training” system and database. The
“training” ECF system is similar to the “live” ECF database

¢ Electronically file pleadings and documents in actual cases

e View official docket sheets and other documents associated with cases

e View various reports for cases that were filed electronically
Requirements

Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case documents
are the following:

e A personal computer running a standard operating system such as Microsoft Windows
or Macintosh

e An Internet service provider and Web browser. The Court has verified that its installed
version of ECF is compatible with Netscape Navigator version 4.X and Microsoft’s
Internet Explorer version 5.5.

ECF User’'s Manual (January 2002) Page 1 U.S. District Court for District of Columbia



Note: Users of ECF have experienced some compatibility issues with versions of Netscape
Navigator lower than 4.6; America On-Line’s version of Netscape Navigator; and versions
of Internet Explorer other than IE 5.5.

e Adobe Acrobat software to convert documents from the format of their native
application to portable document format (PDF).

e A scanner to convert paper documents to digital format for electronic transfer to the
Court or to enter electronically into ECF. Use a scanner ONLY if you cannot
electronically prepare your documents.

Note: When scanning documents for ECF, scan at a resolution of 200 to 240 dpi. Scanning at
resolutions greater than 240 dpi tends to clutter the electronic transfer with unwanted
markings and print.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report features of the ECF system. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may call the PACER Service Center
at (800) 676-6856 or (210) 301-6440 for information or to register for an account. Also,
you may register for PACER online at http://pacer.psc.uscourts.gov.

Registering for Access to ECF

Attorneys who require access to the Electronic Case Filing (ECF) system should telephone one of
the following Court employees to request a registration form, to discuss their system requirements,
and to learn of the court’s training assistance. A copy of the registration form is included as an
attachment to the ECF User’s Manual.

Operational Assistance

Joe Burgess — Operations Analyst (202) 354-3172
Angela Caesar-Mobley — Operations Manager (202) 354-3181
Greg Hughes- Chief Deputy for Operations (202) 354-3191
Will Short — ECF Technical Writer (202) 354-3297

Technical Assistance
Systems Office Help Desk — Ask for
Peggy O’Brien - ECF Systems Analyst (202) 354-3210

Applicants should return their completed registration form to the District Court Clerk’s Office, 333
Constitution Ave. NW, Room 1225, Washington, DC 20001 where it will be processed by the
Clerk’s office. After processing the properly completed registration form, the Clerk’s office will
open a user account and contact you with your ECF system login and password.

Registered users can visit a training version of the system on the Internet at https://ecf-
train.dcd.uscourts.gov to practice ECF activities. We strongly recommend that registered users
practice in the “training” ECF database before filing documents in the “live” ECF database.

Note: The Court issues separate but identical logins and passwords for the “training” and “live”
ECF systems.
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PREPARATION

Setting Up Adobe Acrobat PDF Reader

Users must install Adobe’s Acrobat or Acrobat Reader in order to view documents that have been
electronically filed with the Clerk’s office. Users may need to install the full version of Adobe’s
Acrobat software to convert electronic files from their native application format to Portable
Document Format (PDF). All new documents prepared for ECF cases must be converted to PDF
before entering them into ECF or transmitting them to the Court. After installing these products,
review and follow Adobe’s directions for using Acrobat or Acrobat Reader.

Portable Document Format (PDF)

Only documents in PDF format may be filed with the Court using its ECF System. Before sending
the file to the Court, users should preview the actual PDF document to ensure it is complete and
in the proper format.

Viewing a PDF Document

Open Adobe Acrobat or Acrobat Reader.
Select [File] on the menu bar and choose [Open] from the drop-down window.
Click on the location and file name of the PDF document you wish to view.

Acrobat loads the file and displays it on your screen. Verify it is the document you
wish to send.

If the displayed document is larger than the screen or contains more than one page, use
the scroll bars and buttons to move about within the document.

Click on the View menu to select other options for viewing the document. Choose the
option that best suits your viewing needs.

Converting Electronic Documents to PDF Format

You must convert all of your documents from their native application to PDF format before
submitting them to the Court through it’s Electronic Case Filing (ECF) system. The
conversion process requires Adobe Acrobat or Word Perfect 9 word-processing application
with its built-in PDF conversion capabilities.

From Word Perfect Version 9
¢ Open the document in WP9.

e From the menu bar, click on [File] and from the drop-down menu select
[Publish to PDF].

e Save the file as a PDF file, giving it a .pdf extension.

e The file is now in Adobe PDF format under the newly designated name. The
original document remains in WP9 format with its original file name.
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For all other versions of WordPerfect, all versions of Microsoft Word,
all Microsoft Office products, and other Adobe Acrobat-supported
software applications

BASICS

Install Adobe Acrobat on your computer
Open the document you wish to convert.

Select [Print] from the menu bar. Within the Current Printer field of the
Printer window, select the option to change the selected printer. A drop down
menu opens and a list of printer choices is displayed.

Select Adobe PDFWriter.

Click [OK] to“print” the file. Instead of the file printing to your printer, the
following window opens.

Save PDF File As ed Bt
Save jh Ia FCF Files j = i e
File name: IEI:F dzer's Manual
Save as ype; IF'DF files [*.PDF]
Edit Dacument Infa. [~ “iew PDF File

Name the document, verify the “saved file type” is .pdf, and click the [Save]
button.

Your document is now saved as a PDF file and will be uploaded to ECF later
in the filing process.

User Interactions

Users normally interact with the Electronic Case Filing (ECF) system in three ways.

¢ Entering information in data fields

e Mouse-clicking on hyperlinks

e Selecting command buttons to direct system activities.

Conventions used in this Manual:

e User data entry is shown enclosed in angle brackets: <data entry>.
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e Hyperlinks are displayed in underlined boldface type.

e Command buttons appear in [bracketed boldface type].

Incorrectly Filed Documents

A document incorrectly filed in a case may result from: a) posting the wrong PDF file to a docket
entry; b) selecting the wrong document type from the menu; or c) entering the wrong case number
and not discovering the error before completing the transaction.

To request a correction, telephone one of the following members of Courthouse Operations for

assistance.

Joe Burgess — Operations Analyst (202) 354-3172
Angela Caesar-Mobley — Operations Manager (202) 354-3181
Greg Hughes- Chief Deputy for Operations (202) 354-3191
Will Short — ECF Technical Writer (202) 354-3297

You will need to provide the case and document numbers for the document requiring correction.
If appropriate, the court will make an entry indicating that the document was filed in error. You
will be advised if you need to re-file the document. The ECF system does not permit you to make
changes to the misfiled document(s) or incorrect docket entry after the transaction has been
accepted.

Viewing Transaction Log

This feature, selected from the Utilities menu, allows you to review all transactions ECF has
processed with your login and password. If you believe or suspect that someone is using your
login and password without your permission, change your password immediately, then telephone
the Clerk’s office as soon as possible.

User’s Manual

You can view or download the most recent version of the ECF User’s Manual (in PDF format)
from the District Court’s web page. Enter http://www.dcd.uscourts.gov in your browser’s
location field and, when the Court’s web page opens, click on the Electronic Case Filing
hyperlink.

Note: The ECF User’s Manual is best viewed using Version 5 of Adobe Acrobat Reader. The
electronic version of the User’s Manual contains bookmarks to help you navigate quickly
from one section to another. This bookmarking feature can be viewed only with Acrobat
Reader 5.0. Users can download a free copy of Acrobat Reader 5.0 from Adobe’s website
at http://www.adobe.com.

ECF User’'s Manual (January 2002) Page 5 U.S. District Court for District of Columbia


www.mow.uscourts.gov

ENTERING THE ECF SYSTEM

This section of the User’s Manual provides instructions for entering the Electronic Case Filing (ECF)
system. You may enter the system by going to the Web page for the District Court for the District of
Columbia at http: //www.dcd.uscourts.gov and clicking on the Electronic Case Filing hyperlink. See
Figure 1.

Figure 1

&) > | Search | Sitelndex | Feedback | Vision | Job Opportunities |
N f_# @[}JM earc | ndex ac| ision 0 pportunities

Click here for most recent court opinions,

Home TNITED STATES DISTRICT COURT

"

Courthouse Information FOR THE DISTRICT OF ¢ OLUMEBIA

Court Opinions Washington, DC
Court Schedules

Court Records

Rules and Forms

Electronic Case Filing

Judges 0/06/01: MICROSOFT ORDER FILED
Links
RSN Privacy Palicy

\

After clicking on the Electronic Case Filing hyperlink, a new screen opens providing the user with
several choices for using ECF. See Figure 2. From the screen depicted in Figure 2, select Begin:
Electronic Case Filing to enter the live ECF system. The screen depicted in Figure 2 also contains
hyperlinks to the ECF Tutorial, ECF User’s Manual, and ECF Training Area.
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Figure 2

ELECTRONIC CASE FILING
';;"- Home
. ._.’,} Courthouse Information e  Electronic Case Filing Bulletin (October 2000)
i Court Opinions e What is Electronic Case Filing?
I Court Schedules e ECF Tutorial
! Court Records e ECF User's Manual
‘ Rules & Forms e ECF Training Area
||l Electronic Case Filing
| Judges — -
Ji1] Links o ECF Dictionary Selection

After you have selected Begin: Electronic Case Filing, the ECF Welcome screen appears as depicted
in Figure 3.

Alternatively, registered users may enter the ECF system directly by typing the following URL into the
location field of their ECF-compatible web browser.
https://ecf.dcd.uscourts.gov

This URL connects you directly to the District Court’s ECF screen depicted in Figure 3. Point and click
on the Case Management/Electronic Case Filing System hyperlink to open the login screen and login
to ECF.

Figure 3

UNITED STATES
DISTRICT COURT
FOR THE
DISTRICT OF COLUMBIA

Welcome
Case Management/Electronic Casem
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Logging In
Figure 4 depicts the login screen.

Figure 4

ECF/PACER Login

Notice

This 15 a Restricted Web Site for Official Court Business only, Unauthorized entry is profubited
and subject to prosecution under Title 18 of the 1.5, Code. All activities and access attempts are
logged.

Instructions

Enter vour ECF login and pazsword for electrome filing capabiities. If vou do not need fhing
capabiihes, enter vour PACER login and password. Ifyou do not have a PACER logm, contact
the PACER Zerwvice Center to establish an account. You may register online at

bttpoifpacer pec.uscourts. gov or call the PACEER Service Center at (3000 676-6256 or (2100
201-6440.

In the fiuture an access fee of §.07 per page, as approved by the Judicial Conference of the United
States at its September 1998 session, will be assessed for access to this service. All inquiries wall
be charged to your PACER account. If you do not need filing capabilities, enter vour FACEE login
and password. The Client code 15 prowided to the PACER user as a means of tracking transactions
by client. This code can be up to thirty two alphanumene characters long,

Authentication

Login: ||

Pasgword: I f

client code:

Login | Clear |

Enter your ECF login name and user password in the appropriate data entry fields. It is important
to remember that all ECF login names and passwords are case sensitive.

Note: Use your ECF login and password if you are entering the system to file a pleading or to
maintain your account. If you only wish to enter ECF to query the database for case
information or to view a document, enter your PACER login and password. Presently,
there is no charge for viewing documents and court records for ECF cases. Beginning July
2002, you will be charged a fee to view ECF case dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click on the [Clear]
button to erase the login and password entries and re-enter the correct information. After you enter
the correct login and password information, click on the [Login] button to transmit your user
information to the ECF system.

e Ifthe ECF system does not recognize your login and password, it will display the following
error message on a new screen.

Login failed either your login name or key is incorrect.

e Click on the browser [Back] button and re-enter your correct login and password.
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e After ECF accepts your login and password, your monitor will display the Main ECF
screen with a Blue functional selection menu bar at the top. See Figure 5.

Figure 5

Reports Utilities Logout

UNITED STATES
DISTRICT COURT
FOR THE
DISTRICT OF COLUMBIA

Official Court Electronic Document Filing System

This facility is for Official Court Business only.  Activity o and from ihis site is logged. Document filings on this sysiem are subject to Federal
Frles af Civil Procedure #1101, Bvidence of unauthorized or criminal activity will be farwarded to the appropriate law enfarcement afficials.

Welcame to the U5 District Court for the Disirict of Columbia Blectronic Document Filing Svstem.  This page iz for the use by attorneys and
Jirmes participating in the electronic filing svstem. The maost recent version of the Netscape browser and the Adobe PDF reader can be
abiained by selecting the Netscapa/PDF Setiings aption lsted below.

Fou should become familiar with the navigational capabilifies of vour Netscape braswer.,  Mast screan displays in this gysiem are gplit fo
provide a small tap frame for Netecape,  Review Netscape's frame capability for new navigation Hps.

WNetsrape/EDF Saitings

é login: 00-03-2001 10:17 2

Note: The date and time you last logged into the system appears at the bottom left corner of
this screen. You should review this information each time you login. If you believe the
date and time of your last login are not correct, or you suspect an unauthorized party is
using your login and password, telephone the court’s Help Desk with this information
as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top of the
opening screen.

Civil - Select Civil to electronically file all civil case pleadings, motions, and other
court documents.

Query - Query ECF by specific case number or party name to retrieve information
and documents that are relevant to the case. You must login to PACER
before you can query ECF.

Reports - Choose Reports to retrieve calendar events, cases-filed reports, and docket

sheets. You must login to PACER before you can view an ECF report.

Utilities - View your personal ECF transaction log and maintain personal ECF account
information in the Utilities area of ECF.

Logout - Provides the means to gracefully exit from ECF.
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CIVIiL EVENTS FEATURE

Registered filers will use the Civil Events feature of ECF to electronically self-file and docket with the
Court a variety of pleadings, motions, and other documents for civil cases. See the list of ECF documents
at the back of this manual. This section of the manual describes the basic steps that you need to take in
order to file a single Motion with the Court. The process is consistent regardless of the event.

General Rules and Manipulations

Manipulating the Screens

Each event screen has two buttons associated with data entry:

e Use the 582" | button to remove all characters entered in its associated field or box.

e Use the 2% putton or the [S8bmit. bytton to accept entered data and display the next
data-entry screen.

Correcting a mistake

4 @ 3 A4 . @ S A @

Back Forward  Reload Harme Search  Metscape  Print Security S.top

Use the [Back] button on the Netscape toolbar to retrieve the previous screen to correct
data entry errors. Only the Clerk’s office can make changes or corrections to documents
that have already been transmitted to the court.

Signatures

Documents bearing original signatures or notarial seals (e.g. affidavits, stipulations, etc.)
are to be filed in electronic form. The filing of such a document by an attorney certifies
that the original signed (and, if applicable, sealed) document is in the attorney’s possession.

Filing a Civil Complaint

Civil complaints shall be filed initially in hard copy or electronically saved to a floppy disc.
Present the Clerk’s office with: a) Civil Cover Sheet (JS-44c) b) copy of the complaint, and
¢) payment for your $150.00 filing fee in the form of a check or money order. The Clerk’s
office will open your case in ECF, notify you by telephone that your case is open, and
inform you that you should electronically file your complaint in PDF format.

Note:

You must electronically file your complaint within 24 hours of notification that the case
is open in ECF. If you are unable to file the complaint in ECF, attach the document as a
PDF file to an EMail to the Court at ded_cmecf@dcd.uscourts.gov. Alternatively, you
may provide the Court with a floppy disc or other portable storage media containing your
document in PDF format.

Filing Documents for Civil Cases
There are nine basic steps for filing a pleading in ECF.

1) Select the type of Civil Event to file (i.e. specific motion, injunction, order, etc.)
2) Locate the case for which the pleading is being filed

3) Identify the attorney who is making the filing

4) Designate the parties for whom the pleading is being filed.

5) Specify the PDF document to file

6) Add attachments, if any, to the document being filed

7) Modify docket text as necessary

8) Submit the pleading to ECF
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9) Receive notification of docketing

After successfully logging into ECF, follow these steps to file a pleading.

)
EECF Query  » Reports +  Utilites + Logout o_

1. Select the type of Civil Event that is being filed.

e Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your
filing. See Figure 6. This section of the User’s Manual describes the process for
filing a Motion in ECF. The process is similar for filing other pleadings in ECF.

e Click on Motions under Motions and Related Filings

Figure 6
Quiery Reports
Civil Events
Initial Pleddings and Service Cther Filings
Complamts and Other Inmating Documents  ADE Documents
SEervice f)f Process Discovery Documents
Answeré to Complamts Motices
Other dnswers Trial Documents
Appeal Documents
Motion¥ and Related Filings Cither Documents
Seeesfions and Eeples

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. See Figure 7. Scroll through the menu until you find the type of motion or
application you wish to file. For demonstration purposes, highlight Preliminary
Injunction and click on the [SUBMIT] button.

Reports Utilities Logout

Type the first letter of the
title of your pleading.
ECF will scroll within the

= drop-down box to the first

- pleading whose title
begins with the letter you
typed.

Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.
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2. Locate the Case for Which the Pleading is Being Filed

A new Motions screen (Figure 8) opens with a Case Number field. Enter the number
of the case for which you are filing a motion and click on the [SUBMIT] button.

Figure 8

Reports Utilities

“ 01-04011 99132905, 1:99-0v-12345 o1 1-99-0v-12345

Note: ECF defaults to the last case from which you worked. Ensure the proper case
number is entered in this field to avoid filing your pleading to the wrong case.

e [f you submit a case number that is formatted incorrectly, ECF will prompt an error
message advising you of the correct format for entering the case number.

e Click [OK] to acknowledge and close the error message. Click the [Clear] button
on the Motions screen and re-enter the case number in the correct format.

e Click on the [SUBMIT] button.

3. ldentify the Attorney who is Filing the Pleading
ECF opens a new Motions screen that displays the number and name of the case you
selected and the names of the attorneys assigned to the case. See Figure 9. If ECF has

opened the wrong case, click on the Netscape [Back] button, check for the proper case
number, and resubmit it to ECF.

Figure 9

EE F Ciwil . Query . Reports P utilities

Motions

1-01-04011-PLF DETMITETA EICE v. ARTENE ACEERMAMN et al

Select the attorney(s) +

-

Jacobi, Robert Bennett (2363)
James, Edgar Meville (2418)

Johnson, Bryant (2331)
Raceca, Andrewe YW, (Z2092)
Srmith, Bradley Paul (2353)

A ddicreate new attorney

SUBMIT | Clear |

Note: The case number and name is a hyperlink to the Reports feature of ECF. If you
click on the case hyperlink, ECF will retrieve and display its docket sheet.
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In the screen depicted in Figure 9, the names of the attorneys representing the various
parties to the case appear in a window beneath the Select the attorney(s) field.

Note: If the name of the attorney you wish to enter is not displayed in this window,
contact the Clerk’s office before proceeding with your filing.

Highlight the name of the attorney who is filing the motion and click on the
[SUBMIT] button.

4. Designate the Parties for Whom the Document is Being Filed

ECF accepts the attorney you selected in Step 3 and refreshes the Motions screen with
a list of parties to the complaint. See Figure 10.

Figure 10

Reports . Utilities

Motions
1-01-04011-PLF DENITRIA EICE et al v. ARLENE ACEERMAT et al

Select the filer.
Select the Party:

py:pla 2| AddiCreate Wew Party

ALICIA RICE

a pty ot
DEMITRIA RICE [pty:pla]
QISTRICT OF COLUMBIA, [pty: df

d}

SUBMIT | Clear |

i
Highlight the name of the party or parties for whom you are filing the motion. If you
represent all defendants or all plaintiffs you may select the entire group by holding
down the control key while pointing and clicking on each party of the group

Note: If the list depicted in Figure 10 does not display the party or parties you
represent, contact the Clerk’s office with your party’s information. Only Court
personnel with pre-approved ECF security permissions can add or create new
parties to a case. If'you click on the Add/Create New Party hyperlink in the
screen above, ECF returns an error message advising you of this restriction.

After highlighting the parties to the motion, click on the [SUBMIT] button.
5. Specify the PDF Document to File

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted in Figure 11. ECF displays a field for locating and entering
the PDF file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.
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Figure 11

Reports

Motions
1-01-04011-PLF DEMITELS RICE v, ARLENE ACKERMA et al

Date document filed (mandatory)

||1|:|f2f2|:|01

Zelect the pdf document (for example: CA9%cw501-21 pdf).

Filename
Browse... |

Attachments to Document: & Mo © Tes

SUBMIT | Clear |

Click on the [Browse] button. ECF opens the screen depicted below.

Lok ir: | - PDF Files - ﬁl

File name: | Open I
Filez of wpe: IHTI'-.-1L Files j Cancel |

e Change the Files of type from:

7

Files of tvpe:  [HTML Files =]

to:

Files of type:  [acrobat [* pof] =]

e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF. See Figure 11A on the next page.
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Note: In order to verify that you have selected the correct document, right mouse click on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the a PDF document that
you selected. You should view it to verify that it is the correct document.

Figure 11A

File Upload EE3
Look in: | 3 PDF Files R =i

File name: |D1_W_D4D1 1_Process_Served pdf Open I
Files of bype: | Acrabat [ pof] i Cancel |
A

Note: Ensure that the highlighted file name appears in the File name field as depicted in
Figure 11A. The Court suggests you choose a name for the document file that
indicates the case number and title of the pleading.

e C(Click on the [Open] button from the screen depicted in Figure 11A. ECF closes
the File Upload screen and inserts the PDF file name and location in the Motions
screen depicted in Figure 11B.

Figure 11B

Reports

Motions
1-01-04011-PLF DE'MTITRIA RICE v. ARLENE ACEERMAN et al

Date document filed {mandatory)

IlD;"'Z.«"ZDDl

Select the pdf document (for exaraple: CA19%ew501-21 pdf).
Filename

< |c:\My Docuwents)PDF FilesiD1 CV_040

i) Browse...

SUBMIT |

e [f there are no attachments to the motion, click on [SUBMIT].
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e A new Motions window opens as depicted in Figure 14 on page 19. Go to Section
7, “Refining Docket Text”, to proceed with your filing.

e If you have Attachments to your motion, you will select [Yes] on the screen
depicted in Figure 11B. Click on [SUBMIT] and proceed to the first step in
Section 6, “Adding Attachments to Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Submit] button.

Reports . Utilities

Motions
1-01-04011-PLF DEMITELA EICH et al v. ARLENE ACEERMAL et al

< ERROR: Document 15 not a well-formed PDF document (ho further information 15 available).
\

e ECF th permit you to select a file for your pleading that is not in PDF format.

e Click on the [Back] button and ECF will return to the Motions screen depicted in
Figure 11. Select and highlight the PDF file of your pleading and proceed as
before.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted in Figure 12.

Figure 12

ecl-train.dcd. uzcourts.goy - [JavaSecnp

e Use the [Back] button on the Netscape toolbar to return to the screen depicted in
Figure 11. Enter the PDF file name for the document you are filing.
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e Ifyou click [OK] from the screen depicted in Figure 12 (instead of going back to
the screen in Figure 11), ECF opens the following window.

Civil -« Query * Reports

Motions
1-01-04011-PLF DEMITRLA BICE et al v. ARLENE ACKERMALT et al

Assipn a document mumber? & Tes © Mo

‘@ Clear |

e Click on the [SUBMIT] button from this screen and ECF opens the screen depicted
in Step 7, Figure 14. If you proceed, ECF will file your pleading without a
document. As before, you can avoid this by using the [Back] button on the
Netscape toolbar to return to the screen depicted in Figure 11 and attach a PDF file
of the pleading document.

Note: If you answered Yes and clicked [SUBMIT] from the screen above, ECF will
assign a document number which will appear on subsequent docket sheets for
the case. However, the number will not be hyperlinked to a document since
none was selected for the pleading. If you answered No and clicked
[SUBMIT] from the screen above, ECF will file your pleading without
assigning a document number. The pleading will appear on the case docket
sheet without a document number assigned to it.

At any point during your filing, you may click on the Netscape [Back] button to return
to the screen in Figure 11. Identify a PDF document and proceed with the filing.

6. Adding Attachments to Documents being Filed

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears as depicted in Figure 13.

Figure 13

Query . Reports . utilities . Logout

1-01-04011-PLF DETTTRIA RICE et al v. ARTENE ACKERIAMN et al

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

| Browse... |

2) At your ophion, select a document type andfor enter a descriphion.

Type Description
I =

3) Add the filenarme to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Mest button!

A o |
Rermove from List |
|

Iext |
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e Click on [Browse] to search for the document file name of the attachment.

e Next to the field for Attachment Type, click on the arrow and ECF opens a
pulldown screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment.

e Click on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

Select one or more attachments.
13 Enter the pdf document that contains attachment (for ezample: Clappendi pdf).

Fil
< ICi\MY Documentsh reclagssify guidelin Browse... |

2 At your option, select a document type andfor enter a description

Tﬂ Description
Appendix

%) Add the filename to the list box below. If wou have more attachments, go back to Step 1. When the list of filenames is complete, click on the et button.

-

< C:ly Documentsweclassify_guideline_wo_summons. pdf Add 1o List |
Rerove from List
PR Fauimle |

Mext |

e Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on [Next].

The previous screen closes and ECF opens a new Motions window as depicted in
Figure 14.

Filing Attachments and Exhibits That Originate From Paper Documents

The Court requires you to file all ECF documents, including attachments and exhibits,
in electronic format. If an attachment or exhibit is in paper format, electronically scan
and convert it to a PDF file. Attach the PDF file of your exhibit or attachment to the
pleading as described in Step 6. However, if the document is more than 500 pages
long, you may submit it in paper format.

To submit the document in paper format, prepare a one-page PDF document titled
Notice Regarding Exhibit Attachment. (A sample format is included as an attachment
to the user’s manual.) Attach the PDF Notice to your pleading as described in Step 6.
Include a notation in the docket text that attachments or exhibits are being held in the
Clerk’s office in paper format. If you file attachments and exhibits in paper format,
you must provide an original for the Clerk’s Office, a copy for the Judge and a copy
served on all parties in the case.
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7. Refining Docket Text
Figure 14

Query Reports Utilities

1-01-04011-PLF DEWITETA RICE et al v. ARTENE ACKERMARN et al

Docket Text: Modify as Appropriate.

W ~.| 110 TION for Preliminary Injunction | by DE'MITRIA RICE .
Responses due By 9/10/2001. Replies due by 9/24/2001. {Attachments: # (1) # (2) Appendix) (wes, )

Clear

SUBMIT |

\

e Click on the button in Figure 14 to open a modifier drop-down list. Select the
correct modifier. See Figure 14A.

Figure 14A

Ciwil Query Reports Utilities

by DE'MITRIA RICE .
: # (1) # (2) Appendix) (wes, )

v 9/10/2001. Replies due by 9/24/2001. (Attachme

Fourth
JFifth ﬂl

Tenth

Arnended
Consent

Counter

Cross

Emergency

Ex Parte —
Final

Intetirn

Joint

Monthly hd

/
e Click on the field by the party’s name and type additional text for the description
of the pleading that you wish to appear in the docket report. See Figure 15 on the
next page.
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1-01-04011-PLF DEMITETA RICE et al v. ARTENE ACKERWIAT et al

ext: Modify as Appropriate.

First | MOTION for Preliminary Injinction [F cease and desist from | by DE'MITRIA RICE.
Responses due by 9/10/2001. Replies due by 9/24/2001. (Attac i # (2) Appendix) (wes, )

/S@l Clear |

8. Submit Pleading for Docketing

e Click on the [SUBMIT] button. A new Motions window appears (Figure 16) with
the complete text for the docket report.

T\

e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the [Back] button on the Netscape toolbar to find the screen
you wish to alter.

Figure 16

Query . Reports . utilities

1-01-04011-PLF DEMITETA RICE et al v. ARTENE ACKERWIAT et al

Docket Text: Final Text

First MOTION for Preliminary Injunction fo cease and desist from assigning plainiiff to work as a cafeteria monitor
by DE'MITRIA RICE. Responses due by 9/10/2001. Replies due by 924/2001. {Attachments: # (1) # (2)
Appendix) (wes, )

Attention!! Pressing the SUBMIT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Clear |

e C(Click on the [SUBMIT] button to file and docket the pleading.

Note: The screen depicted in Figure 16 contains the following warning.

Pressing the SUBMIT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if
you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the
current transaction. ECF will reset to the beginning of the process you
just selected.

e clicking on the Web Browser [Back] button until you return to the
desired screen.
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9. Notice of Electronic Filing

ECF opens a new Motions window displaying an ECF filing receipt. See Figure 17.
Figure 17

Reports Utilities Logout

1-01-04011-PLF DETITETA BICE et al v. ARTENE ACEERNIAT et al

< Motice of Electronic Filing

The following transaction was recetved from Donna L. Wullan on 91720071 at 2:52 PI

Case Ifame: DENITEIA RICE et al v. ARLENE ACEERMAN et al
Case Number: -01-04011-PLF

Document Huml @

Docket Text:

Fourth WOTION for Prelumnary Injunction o cease and desist the assignment af plaintiff to cafeterial duty by DEWITELL BEICE. (wes, )
1-01-04011-FLF Notice will be electronically mailed to:

Atty]l  pegoy_o'brien@dcduscourts. gov

Eobert Bennett Jacobt  rbj@cohnmarks. com,

Edgar Neville James  ejames@jamboff com,

Andrew W. Racca  peggy_o'brien@dod uscourts. gov,

1-01-04011-PLF Notice will not be electronically mailed to:

Bryant Johnson

TOHNSON, WoOoD, AND TOHNICH
(AND JOHIZ0

1215 Watergate Street, W

Suite 1001

‘Washington, DC 20001

Bradley Paul Smith

SULLIVAIN & CROWMWELL
1701 Pennsylvania Avenue, MW
Washington, DC 20006-5805

Dronna L. Wullan

1424 16th Street, W,
Suite 410

Washineton. DC 20036

e The screen depicted in Figure 17 provides confirmation that ECF has registered
your transaction and the pleading is now an official court document. It also
displays the date and time of your transaction and the number that was assigned
to your document. You should note this number on the document’s PDF file.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [File] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The Court
strongly urges you to copy it to a file on your computer hard-drive, print it, and
retain a hard copy in your personal files.
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e ECF will electronically transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their EMail address to the Court. The
ECF filing report also displays the names and addresses of individuals who will not
be electronically notified of the filing. It is the filer’s responsibility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not setup for electronic notification.

EMail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their EMail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
“one free look™ at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. The filer is permitted one free
look at the document and the Docket Sheet to verify that the pleading was properly
docketed. The Court strongly urges you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. Subsequent retrieval of the
case docket sheet and pleading from CM/ECF must be made through your PACER
account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard-copies of the pleading and Notice
of Electronic Filing to attorneys and pro se parties who have indicated they do
not have EMail accounts.

Filing Other Types of Documents

Registered users who wish to file a document other than a motion or application should make the
appropriate selection from the Civil Events menu. The process for other filings is very similar to
what has been described in this manual for filing a motion.
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QUERY FEATURE

Registered participants should use this feature to query the Electronic Case Filing (ECF) system for
specific case information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

EECF Civil » - Reports  +  Utilities +  Logout

ECF opens the PACER Login screen. You must enter your PACER login and password before ECF
permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You must have
a PACER account in order to retrieve, view, and print certain documents. Beginning July 2002,
you will be charged a fee of $.07 per page to access documents, docket sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted in
Figure 18. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF opens the query screen depicted in Figure 20.

Figure 18

Query

Search Clues

Case Mumber I (Examples: 99-500, 1:99cw500)

Last Mame | (Examples: Desato, Des™)

First Marne I Middle MNarne I
Type 'l

MMOTICE: Access to the information in this system is currently available at no charge; however, a user fee, approved by the Judicial Conference of the United States, may be
applied in the future.

Run Gluery | Clear |

Also, you may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party in the appropriate field in Figure 18. If more than one person with that name is in the
database, ECF returns a screen from which to select the correct name (Figure 19). If you click on the name
of the party, ECF will open the query screen depicted in Figure 20. If the individual is a party to more than
one case, ECF will open a screen listing all of the party’s cases. Click on the case number hyperlink and
ECF opens the query screen depicted in Figure 20.

Figure 19

Reports * utilities D Logout

Select A Person

There were 2 matching persons.

Jackson, Dawid A {aty)

Jackson, Thomas Charles  (aty)
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After querying the database by case number or by name, ECF opens the Query window for the specific

case you selected. See Figure 20.

Figure 20

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Schedule

Docket Report
Filers
History/Documents

Party
Related Transactions

Status

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA

James Robertson, presiding

Date filed: 07/02/2001 Date of last filing: 08/20/2001

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date that the
initial claim was filed, and date of last filing for the case. You may choose specific case information from
a large list of query options by clicking on the appropriate hyperlinked name on the screen depicted in
Figure 20. The following paragraphs describe several of the available case-specific query options.

Attorney

Displays the names, addresses, and telephone numbers of the attorneys who represent each of the

parties to the case.

Case Summary

Provides a summary of current case-specific information as represented below.

Office:

Jury Demand:
Nature of Suit:
Cause:

County:

Origin:

Lead Case:
Related Case(s):

Atty: Ruth Ann Lowery

Atty: David A. Jackson

Flags: JURY, TYPE-H

Party 1: WAYNE HARRELL (pla)
Party 2: DISTRICT OF COLUMBIA (DFT)
Represents Party 1: pla

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA

James Robertson, presiding

Date filed: 07/02/2001 Date of last filing: 08/20/2001

Case Summary

Washington, DC
Both

442

28:1983 Civil Rights

1
None
None

Represents Party 2: dft

Filed: 07/02/2001
Demand:

Jurisdiction: Federal Question
Disposition:

Terminated:

Reopened:

Phone: (202) 789-6064
Fax: (202) 789-6190
Email: rlowery@bdlaw.com
Phone: (202) 724-6618
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Deadlines/Schedule

Produces a screen that allows you to query the database by various means to obtain hearing and
other schedule deadlines. If you query as illustrated below, ECF opens the Deadline/Hearings

screen depicted in Figure 21.

Deadlines/Hearings
Sort by IDueISet | [Document Number —
Deadline/Hearing
| j Filed
Due/Set
I j Satisfied
Terminated
Run Query | Clear |

After the window opens, if you click on a document number, ECF will display the actual

Scheduling Order for the conference or hearing.

Figure 21

1-01-01465-JR HAREELL v PISTRICT OF COLUNMBILA

sof, presding

Date filed: 0702200 VDate of last filing: 08/20/2001

Deadlines/Hearings

Doc. . . Event . .
No. DeadlineHearing Filed Due/Set Satisfied |Terminated
7 @ Tury Tyial 082002001 (07082002
at 09:30 AN
7 %inal Pretrial Conference |[08/20/2001 |0&27/2002
X at 04:30 PIJ
<E) @ Status Conference 08/20/2001 |01/0B/2002
\ at 04:30 P
@ Miket & Confer Hearing |07/31/2001 |08/08/2001 08082001
at 02:00 P11
1 * ﬁnsw\ai due from DC (070212001 (0232001 |0B/06/2001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the docket

information and related docketing entries for the hearing that you selected.
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Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted in Figure 22.

Figure 22

Reports

Docket Sheet

Case Number

01-1528 0912345, 1.99-cv-12345 of 1-00-0v-12345

& Sort docket text using the "Filing" date  Sort docket text using the "Enter” date
& Display docket text in ascending order ¢ Display docket text in descending order
V¥ Public docket

W Include terminated parties

¥ Inchude links to Motice of Electronic Filing

¥ Include Caption

Start Date: I End Doate: I
Start Document Eange: I End Document Eange: I

Run Report | Clear |

You may select a date range for your docketing report as well as a range of docketing numbers.
If you leave the range fields blank, ECF will default to print the entire docketing report. Place a
checkmark in the box to Include links to Notice of Electronic Filing if you wish to view them
from the docket Sheet. After you have selected the parameters for your report, click on the [Run
Report] button. ECF will run your custom docketing report and display it in a window as depicted

in Figures 23A and B.
Figure 23A
U.S. District Cowrt
District of Columbia (Washington, DC)
CIVIL DOCKET FOR CASE #: 1-01-01528-EGS
THOMPSOMN v. THE CAPITOL POLICE BOARD Diate Filed: 07/12/01
Assigned to: Emmet G. Sullivan Jury Demand: Plaintff
Referred to: Mature of Suit: 442
Demand: § Junisdiction: T3, Government Defendant

Lead Docket: Mone

Related Cases: IWone

Dlet# in other court: Ione

Cause: 42:1983 Civil Rights (Employment Discrimination)

Plaintiff

KENNIETH F. THOMPSON represented by Lolita James Martin
4906 Forest Creek Court
Bowe, MD 20720
(301) 262-1625

V.

Defendant

THE CAPITOL POLICE EOARD
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Figure 23B

Filing Date # Docket Text

07/12/2001 @1 | COMPLADNT against THE CAPITOL POLICE BOARD ( Filing fee $150 ). Filed by KENNIETH F. THOMPSOM. (mik, )
(Entered: 07/25/2001)

07122001 SUNDAONS Mot Issued as to THE CAFITOL POLICE BOARD (mjlk, ) (Entered: 07/25/2001)

08/0272001 < @z EELIMINAEY ELECTEONIC CASE FILING CEDER . Signed by Judge Emmet G. Sullivan on August 2, 2001, {ade, )
T (Entered: 08/02/2001)

0822001 @3\ PRELIMINARY ELECTRONIC CASE FILING ORDER . Signed by Judge Emmet G. Sullivan on August 2, 2001, (GE, )
MMeodified on 8/2/2001 (GE, }Order entered twice-parties can disregard this order). (Entered: 08/02/2001)

\
The document numbers in the middle column of Figure 23B are hyperlinks to PDF files of the
actual documents. Place your pointer on the button next to the document number and click to
display the Electronic Notification Report for the document.

History/Documents

This selection queries the database for case event history and documents associated with the case.
After you click on the History/Documents hyperlink, ECF opens the screen depicted in Figure
24. You may select the sort order for the query report and choose to exhibit all events or only those
with documents attached. ECF also offers you the option to display the docket text in the report.

Figure 24

Utilities

Query Reports

History/Documents

A& Al events (history
' Only events with documents

‘b‘

Sof Most recent date first =]
Oldest date first

Display docket text

After making your selections, click on the [Run Query] button. ECF queries the database and
builds your report. Figure 24A depicts a portion of a History/Documents report. This particular
report lists all of the events and documents associated with the case in reverse chronological order.
It also displays the docketing text for all docketed events.
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Figure 24A

1-01-01465-JR HARRELL v DISTRICT OF COLUMBLA
James Eobertson, presidng
Date filed: 07/02/2001 Date of last filing: 08/20/2001

History
Daoc . Private Type Docket
Ha. Dates Deseription Event Suhtype Part ID
< & )ﬁ'i@d.‘ 082072001 Meet and Confer Statement misc 34
M d. 08/20/2001 me stk
Dacket To QMEET AVD CONFER STATEMENT. (Lowery, Ruth)
T |Filad: 082072001 | Scheduling Order order 36
Euntered: 0872072001 sche
Dacicet Text: SCHEDULIN: EE: Final pretrial conference set for 6/272002 at 420 P qury trial set for WE2002 at 9:30 AN status conference set
for 1/8/2002 at 430 PhL Signed by e James Eobertson on Augnst 20, 2001, T, 3
T |Filad: 08/20/200 NS¢t Deadlines order 7
Enterad: Q872072001 setddl
Dacket Text: SCHEDULING ORDEE: Final pretrial cofMfagence set for 6/27/2002 at 4:30 PM, jury trial set for 782002 at .30 AN, status conference set
for 1/8/2002 at 4:30 PML. Signed by Tudge James Eobertson of st 20, 2001, (T, )
- | Filad: 080872001 Meet and Confer Heart heating 32
Enterad: 08/08/2001 mchrg
Dackei Text: Winute Entry: Meet and Confer Heanng held on 5/8/2001 before Jlm.mes Robertson in chambers. (Mot reported) (mlp, )
- | Filad: 07/3172001 | Calendar Entry utility 17
Enterad: 0713172001 calentry
Dacket Text: Calendar Entry, SetReset Heanmgs: Meet and Confer Hearing set for 8/3/2001 02:00 P ore Judge James Bobertson in chambers. (mlp, )
| Fiizd: 073172001 |Set.-'Reset Hearings | |ut1].1ty \ 18

You may view a PDF file of actual documents by clicking on the document number in the far-left
column of the onscreen report.

Other Queries

The process for selecting and running other queries in the Query feature of ECF is similar to what
has been described above.

REPORTS FEATURE

The Reports feature of ECF provides the user with several report options. After selecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25

Reports

CalendarEwvents
Cases Filed
Docket Sheet

If you select Cases Filed or Docket Sheet from the screen depicted in Figure 25, ECF will ask you to
login to PACER. You may view Court Calendar Events for a case without logging into PACER.

Docket Sheet
Click on the Docket Sheet hyperlink in Figure 25 and ECF opens the PACER login screen.
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Enter your PACER login and password. Click on the [Login] button and ECF will open the
Docket Sheet report query window depicted in Figure 26.

Figure 26

Query

Reports

Docket Sheet

Case Number

|n1-14as

& Sort docket text using the "Filing" date  Sort docket test using the "Enter” date
& Display docket text i ascending order ¢ Display docket text in descending order

¥ Public docket

08-12345, 1.99-cv-12345 or 1-99-cv-12345

¥ Inchude terminated parties
¥ Include links to Motice of Electromic Filing

V¥ Inchude Caption

Start Date: I
Start Document Range: I End Document Eange: I

Clear |

Run Report |

End Date: I

This is the same query window that ECF displayed when you selected Docket Report from the
Query feature (Page 26, Figure 22). Enter the case number for your docket sheet in the Case
Number field. Select parameters for the remainder of the data entry fields and click on the [Run
Report] button. ECF will display a full docket sheet for the case you selected. See Figures 23A
and 23B (Query feature) for a depiction of a partial docket sheet report. If you do not need a
complete docket sheet, you can narrow the query using the date fields. ECF also offers various
sorting options from the Docket Sheet query screen.

Cases Filed Report

The Cases Filed report provides you with the flexibility to query the ECF database to locate cases
electronically filed within a specific date range, assigned to a particular judge, or both. When you
click on the Cases Filed hyperlink, ECF displays a query screen as depicted in Figure 27.

Run Report |

* blank field means field is not used for selection
¥ Cpen Cases Only

¥ Show Borders on Eeport
Clear |

Figure 27
Cases Filed Report
Zelection Criteria™
‘Termjnal Digit: I Presiding Judge: Eeferral Tudge:
- Robertsan, James & |[Bryant, William B. B
Office: | IZuit: Cause: Robinson, Aubray E. Facciola, John M. -
Robinsan, Deborah A, Flannery, Thomas A.

] ] ] Sporkin, Stanley 1 ||Friedman, Paul L.

1 =l {110 = ||o2:043 = ||sullivan, Emmet G. x| ||zreen, Joyce Hens d|
‘Sor‘t by 'lstl Case Mumber j 2nd| j 3rd| j 4thl j
Date | Filed | Entered | Closed
Start||w 1/2001 ||7f 2001 ||
End ||9£432001 ||9£4fzoo1 ||
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Note: Ifyou are not logged into PACER, ECF will display the PACER login screen. Login to
PACER and ECF will open the Cases Filed Report screen depicted in Figure 27.

Enter the range of case filing dates for your report and select a presiding judge, if you wish to
narrow your search. If you enter a date range and do not select a judge, ECF will display all of the
cases filed within your date range for all judges. If you choose a judge and leave the date fields
blank, ECF will display all of the cases opened in ECF for the judge that you selected. If you leave
all fields blank, ECF will display a report for all cases opened in ECF. Figure 28 depicts part of
a report of all cases filed in ECF at the U.S. District Court from 7/1/2001 to 9/4/2001.

Figure 28
Case No. Nat. Suit| Cause Case Title Presider Dates
Referral
1-01-01465-TF. 442 2E1983 HARRELL v. DISTRICT OF  [Eobertson |Filed: 07/02/2001
COLTUMEBIA
1-01-01474-JGF (442 28:1331ed LU v NEW YORE LIFE Penn Filad: 070212001
DISTTEANCE COMPAMNTY et

al
1-01-01475-EWE (350 28:1446pr |[EHANIME v. SOLOMOI et al Boberts | Fifed: 07/03/2001

1-01-01485-JGF 120 28:1332ds [WEECEING Penn Filed: 070972001
COEPOEATION OF
AMEEICA, 5T. LOTILE, TIC.
v. TISHM AT
TECHNOLOGIES
COEPOEATION et al
1-01-01485-Tk. 442 42:2000ra |BELL KIRK v SWLATL Eobertson |Filed: 0F/06/2001
1-01-01452-EGS 395 050552 [ARCHIBALD » ROCHE Sullivan  |Filed: 07062001
¥/

The far-left columm\of the report in Figure 28 contains hyperlinked case numbers. If you click on
a particular case number, ECF opens the Docket Sheet report window from which you can retrieve
the docket sheet for the selected case. Follow the instructions in the previous section for a Docket
Sheet report.

UTILITIES FEATURE

The Utilities feature provides the means for registered users to maintain their account in ECF and to view
all of their ECF transactions. Figure 29 depicts the opening screen for the ECF Utilities feature.

Figure 29

e
Civil + Query Reports J +  Logout o_

Your Account MMiscellaneous
hfantain ¥ our Account Legal Besearch ..

Wiew Tour Transaction Log  Dlalings
WVerifr a Document
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Your Account

This section of the Utilities feature provides you the capability to maintain certain aspects of your
ECF account with the Court and to view a log of all your transactions within ECF.
Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account
information screen. See Figure 30.

Figure 30
Mamtamm User Account
Last name |wes| First name |
Middle name I— Generation l—
Title | Type crt

Office [Uill E. Shorc

Address 1 |Techical Writer

Address 2 |
Address 3 [Room 2301

City | State | | Zip |
Country I County I 'I

Phone [(20z) 354-3257 Fax |
BarId Bar status
Initials DOB AO code End date
Ermail infarmation... | hare user infarmation. .. |
Submit | Clearl

This screen displays all of the registration information that is contained within the ECF
database for your account with the Court. This includes Bar Identification and Bar status.
Clicking on the [Email information] button opens a screen as depicted in Figure 31.

Figure 31

E-mail information for wes

Primaly e-mail address willismm shortBded.uscourts. gov
ISl B

Send the notices specified hbelow
¥ to my primary e-mail address

™ to these additional addresses

B

[

¥ Send notices in cases in which I am involved

[~ Send notices in these additional cases Al

|
% Send a notice for each filing
¢ Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

 text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen | Clear |
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ECF will EMail to parties their Notices of Electronic Filing based upon the information
entered in this screen. Perform the following steps to enter additional email addresses for
individuals that you wish ECF to notify regarding new case pleadings and documents.

e From the screen depicted in Figure 31A, enter a checkmark by clicking on the box to
the left of the line, which reads “to these additional addresses”.

e Enter the email addresses of those individuals you wish to notify concerning ECF
activity. This data entry field has a capacity of 250 characters for approximately ten
EMail addresses.

Figure 31A

E-mail mformation for wes

Pl'i-mal'j’ e-mail address william shortfded.uscourts.gov =

| 3
Send the notices specified helow
W to my primary e-mail address
john doefdoebuckandfawn. cow ;I
@addjﬁonal addre% wary_smithfdoebuckandfawn. com e
Kl _'l_I

[ Send notices in cases in which I am invelved

[© Send notices in these additional cases o

| |
% Send a notice for each filing
* Send a Daily Sununary Report

E—

Return to Account screen | Clear |

# html format for Netscape or ISP e-mail service

 text format for ce: Mail, GroupWise, other e-mail service

e Stipulate the format of the ECF notices by selecting your choice from the bottom of the
screen.

e Ifyou wish to enter completely new information about your account, use the [Clear]
button to clear the fields on this screen.

After updating your account information, click on the [Return to Account screen| button
to return to your Maintain User Account screen (Figure 30).

To edit or view login information about your account, select the button labeled More user
information, from the Maintain User Account screen. ECF opens the screen depicted

in Figure 32.
Figure 32
More Eser Information for wes
Login Ishortw Lastlogin 08-31-2001 11:03
Password I**“‘**“*** Cwrrent login  09-04-2001 11:.03
Prid 2231 Create date 08/02/2001
Registered IY 'I Update date 08/16/2001
Groups Cuality Control
Return to Account screen | Clear |
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This screen displays user login information and provides the means to change your ECF
password. Notice that ECF displays a string of asterisks in the Password field. To change
your ECF password, place your cursor in the Password field and delete the asterisks. Type
in your new password. ECF displays the actual characters of your new password as you
type. When you have completed your interface with ECF from this screen, click on the
[Return to Account screen] button to reopen the Maintain User Account screen. When
you are satisfied that all of your account information is accurate and up-to-date, click on
the [Submit] button at the bottom of the Maintain User Account screen to submit your
changes to ECF. ECF will notify you onscreen that your updates were accepted. If you
changed passwords, you may begin using the new password during your next ECF session.

View Your Transaction Log

From the Ultilities screen, click on the [View your Transaction Log] button. ECF opens
a screen with two fields for entering the Date Selection Criteria for a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF
displays a report of all your transactions in ECF within the date range you specified for
Date Selection Criteria. See Figure 33 for a sample transaction log report.

Figure 33

Transaction Log

Report Period: 08/16/2001 - 09/04/2001
Id Date Case Numher Text

First MOTION for Permanent Injunction by ARTENE ACEERNAN Eesponses dus by 94/2001. Eeplies due by
9112007 (Attachments: # (1) Estbubit Test Document) (fwes, )

First MOTION for Prelwnmary Injunction by ARLENE ACKERMAMN. Responses due by 83072001, Eeples due by
B/30/2001. (wes, )

3330 08/27/2001 120151 01-4011  RESPOMNSE in Oppositien re [2] filed by DE'MITRIA RICE. (wes, )

ORDER temporarily granting Motion for Preliminary Injunction [2] . Motion referred to theaklf Signed by Tudge
sullivan emmett g on 08/28/01. (wes, )

BESPONSE to Motion re [2] Prefiminary Iyjunciian fled by DEWITERIA RICE. (Attachments: # (1) Exbubit Estdubats
are being held in the Clerk's office i paper format){wes, )

BESPOMSE to Motwon re [1] Permanent injuction fled by ARTENE ACEEENMAN. (Attachrnents: # (1) Exhibit
exthibits are being held in the Clerk's office in paper)iwes, )

Second MOTION for Prelumnary Injunction by plainiiff for defendent to cease and desist the assignment of
3337 08272001 12:49:55 014011 plaswtiff fo cafeteria duty by ARLENE A CEEEMAMN. Responses due by 83172001, Eeplies due by 83172001
(wes, )

3212 08/22/2001 154554 01-4011

3326 08/27/2001 114412 01-4011

3331 087272001 12:05:13 014011
3335 087272001 14:2352  01-4011

3336 08/27/2001 143043 01-4011

YAOTION for Preluninary Injunction to cease and desist fram assigning plaintiff to work as a cafeteria monitor by
DEMITRIA RICE. Responses due by 8/31/2001. Replies due by 83172001, (wes, )

Second MOTION for Prelumnary Injunction fo cease and desist the assignmeni of plainiiff to cafeieria moniior by
DEMITEIA RICE. Responses due by %10/2001. Replies due by 9/14/2001. (wes, )

3431 0970472001 14:21:26 Tpdated person record: wes Prd: 2231

3431 0970472001 14:21.27 Tpdated user record: shortw 2231
Total Humber of Transactions: 11

3338 08/27/2001 16:1842  01-4011

3339 08/28/2001 10:1%:15  01-4011

Use this feature of ECS to review your transactions and to verify that:
e all of the transactions you entered are reflected in the Transaction Log

¢ no unauthorized individuals have entered transactions into ECF using your login
name and password.
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Miscellaneous

ECF provides three Miscellaneous functions within the Utilities feature of the system.

e Legal Research

e Mailings

e Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF opens a
new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary, and Westlaw
via the Internet. Select the Verify a Document hyperlink to open a query screen and enter data
in the screen fields to locate a particular document attached to a specific case number. There is
also a Mailings hyperlink that opens a new screen for making or requesting mailings from
ECF.

LoGouT

After you have completed all of your transactions for a particular session in ECF, you should perform
a graceful exit from the system.

EECF ¢ Query Reports +  Utilities  «

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system and
return you to the ECF login screen as depicted in Figure 4 of this manual.

ADDITIONAL INFORMATION REGARDING ECF

Sealed Documents

Continue to file sealed documents at the District Court Clerk’s office in accordance with the
existing practices and procedures for self-filing.

How to File if ECF is Out of Service

If ECF is out of service or unavailable, email the court at ded_cmecf@dcd.uscourts.gov with your
document attached as a PDF file. You may also file your pleading in person at the District Court
Clerk’s office with a floppy disc containing a PDF file of your document.

Answers to Complaints

If an Answer to a Complaint is filed in ECF before the Notification of Service of the Complaint
has been entered, ECF may reject the electronic filing of the Notification of Service. If this occurs,
call the Systems office help-desk at (202) 354-3210 and ask for assistance.
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ATTACHMENTS

e ATTORNEY DOCUMENTS

o INITIAL ELECTRONIC CASE FILING
ORDER

e ECF PARTICIPANT REGISTRATION FORM

e NOTICE REGARDING SUPERIOR COURT
FILE

e NOTICE REGARDING EXHIBIT
ATTACHMENT
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ATTORNEY’S DOCUMENTS

FOR

C1vIL EVENTS

Initial Pleadings and Service

Complaints and Other Initiating Documents

Amended Complaint

Application for Writ of Garnishment
Bankruptcy Appeal

Case Transferred In — District Transfer
Complaint

Counterclaim

Crossclaim

Intervenor Complaint

Petition for Writ of Habeas Corpus
Petition for Writ of Mandamus
Petition to Confirm Arbitration Award
Petition to Enforce Arbitration Award
Third Party Complaint

Service of Process
Service by Publication
Summons Returned Executed
Summons Returned Executed as to USA
Summons Returned Unexecuted
Summons Returned Unexecuted as to USA
Waiver of Service Executed
Waiver of Service Unexecuted

Answers to Complaints
Answer to:
Amended Complaint
Complaint
Complaint (Notice of Removal)
Counterclaim
Crossclaim
Intervenor Complaint
Third Party Complaint
Response to Habeas Petition

Other Answers
Amended Answer to Complaint
Answer to Writ of Garnishment
Claim
Objection to Report and Recommendation
Reply to (non-motion) Document
Response to (non-motion) Document
Withdrawal of Claim

Motions and Related Filings

Motions
Appeal In Forma Pauperis
Appear
Appoint: Counsel
Custodian
Expert
Guardian/Attorney ad Litem
Receiver
Appointment of Commissioner and Issuance of Letters
Rogatory

Approve Consent Judgment

Motions (continued)

Arrest of Judgement

Attorney Fees

Bifurcate

Bill of Costs

Bill of Particulars

Bond

Certificate of Appealability

Certify Class

Change Venue

Compel

Condemnation

Consolidate Cases

Continue

Declaration of Mistrial

Default Judgment

Deposit Funds

Directed Verdict

Disbursement of Funds

Disclosure

Discovery

Dismiss

Dismiss - Lack of Jurisdiction

Dismiss - Lack of Prosecution

Disqualify Judge

Disquality Juror

Enforce

Enforce IRS Summons

Enforce Judgment

Entry of Declaratory Judgement

Entry of Default

Entry of Final Judgment

Expedite

Extension of Time to: Amend
Complete Discovery
File Answer
File Document
File Response/Reply

File Excess Pages
Forfeiture of Property

Hearing

In Limine

Installment Payment Order

Intervene

Joinder

Judgment: Debtor Exam
NOV
As a Matter of Law
Of Forfeiture
On Partial Findings
On the Pleading
Under Rule 54b

Leave to Appeal

Leave to file document
Letters Rogatory
Limited Admission
Miscellaneous Relief
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Motions (continued)

More Definite Statement
New Trial

Order of Sale

Permanent Injunction
Proceed in Forma Pauperis
Produce

Protective Order

Quash

Reassign Case
Reconsideration
Recusal

Release of Bond Obligation
Release of Funds
Remand

Reopen Case

Return of Property
Sanctions

Seal

Seal Case

Seal Document

Service by Publication

Set Aside

Set Aside: Default
Forfeiture
Judgement
Verdict

Settlement

Sever

Show Cause

Stay

Strike

Substitute Attorney

Substitute Party

Summary Judgement

Suppress

Take Deposition

Taxation of Costs

Temporary Restraining Order

Transfer Case

Trial

Unseal Case

Unseal Documents

Vacate

Vacate/Set Aside/Correct Sentence (2255)

Warrant in rem

Withdraw

Withdraw Reference

Withdraw as Attorney

Writ

Writ of: Garnishment
Habeas Corpus
Mandamus

Oppositions and Replies

Answer to Compliant (Notice of Removal)

Memorandum in Opposition to Motion
Reply in Support of Motion

Reply to Opposition to Motion
Response to any document

Other Filings

ADR Documents
Consent to Mediation

Discovery Documents
Request for Trial de Novo

Answer to Interrogatories

Deposition

Interrogatories Propounded

Notice to Take Deposition

Request for Admissions

Request for Production of Documents
Response to Discovery Documents

Notices
Certificate of Counsel
Certificate of Disclosure — Corporate
Affiliations/Financial Interests
Notice (Other)
Notice of Application for Writ
Notice of Change of Address
Notice of Lis Pendens
Notice of Removal
Notice of Settlement
Notice of Voluntary Dismissal
Notice of Voluntary Dismissal/Party

Trial Documents
Agreement for Jury Verdict
Exhibit List
Proposed Findings of Fact
Proposed Jury Instructions
Proposed Voir Dire
Trial Brief
Witness List

Appeal Documents
Appeal Transcript Request

Appeal of Magistrate Judge Decision to District Court

Appellant’s Brief

Appellant’s Reply Brief
Appellees Brief

Designation of Record on Appeal

Other Documents
Administrative Record
Affidavit
Amicus Curiae Appearance
Application for Writ
Attorney Appearance
Bill of Costs
Errata
Financial Affidavit
Financial Affidavit (CJ-23)
Interpleader
Jury Demand
Meet and Confer Statement
Objections to Answers to Writs
Pretrial Statement
Proposed Pretrial Order
Satisfaction of Judgment
Status Report
Stipulation
Stipulation of: Dismissal

Voluntary Dismissal/Case
Voluntary Dismissal/Party

Suggestion of Bankruptcy
Suggestion of Death
Transcript Request
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UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF COLUMBIA

INITIAL ELECTRONIC CASE FILING
ORDER

This case has been designated for the Court’s Electronic Case Filing (ECF) Program and this
order will be docketed in that case.

ORDERED: that counsel shall:

o File within 24 hours, the initial pleading in this case, in Portable Document Format (PDF) on
a disk, or e-mail the filing to: ded_cmecf@dcd.uscourts.gov. Counsel must also serve this
Order and the e-filer registration forms on all parties in the case.

o Register to become an e-filer by filling out the e-filer registration form and returning it to the
Court. (If counsel has already registered in another case, do not register again.)

o Electronically File all subsequent papers in this case.

e Have a PACER account (Public Access to Court Electronic Records), in order to view dockets
and documents. If your office already has a PACER account, use that account. It is not
necessary to have a CM/ECF account to view documents. Call 800-676-6856 or visit
www.pacer.psc.uscourts.gov for additional information.

o Check the docket by entering the Court’s CM/ECF Internet site (www.dcd.uscourts.qov),
clicking on the Case Management/Electronic Case Filing System hyperlink, and logging in
with your PACER login and password. Counsel is accountable for updates to the case.

e Schedule training within three weeks after the date of the initial filing. Contact Will Short at
(202) 354-3297, to schedule training. Filing instructions and an interactive tutorial can be
found by entering the Court’s Internet site (www.dcd.uscourts.gov) and clicking on the
hyperlink to Electronic Case Filing.

United States District Judge
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UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF COLUMBIA

ELECTRONIC CASE FILES
Attorney/Participant Registration Form

LIVE SYSTEM

This form shall be used to register for an account on the Court’s Electronic Case Files (ECF) system.
Registered attorneys and other participants will have privileges both to electronically submit documents,
and to view and retrieve electronic docket sheets and documents for all cases assigned to the Electronic
Case Files system. The following information is required for registration:

First/Middle/Last Name

Last four digits of Social Security Number

DC Bar ID#:

Firm Name

Firm Address

Voice Phone Number

FAX Phone Number

Internet E-Mail Address

By submitting this registration form, the undersigned agrees to abide by the following rules:

1.

This system is for use only in cases permitted by the U.S. District Court for the District
of Columbia. It may be used to file and view electronic documents, docket sheets, and notices.
Please contact Will Short at 202-354-3297, to schedule training.

Pursuant to Federal Rule of Civil Procedure 11, every pleading, motion, and other paper
(except list, schedules, statements or amendments thereto) shall be signed by at least one attorney
of record or, if the party is not represented by an attorney, all papers shall be signed by the party. An
attorney’s/participant’s password issued by the court combined with the user’s identification, serves
as and constitutes the attorney’s/participant’s signature. Therefore, an attorney/participant must
protect and secure the password issued by the court. If there is any reason to suspect the password
has been compromised in any way, it is the duty and responsibility of the attorney/participant to
immediately notify the court. This should include the resignation or reassignment of the person with
authority to use the password. The Court will immediately delete that password from the electronic
filing system and issue a new password.
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3. An attorney’s/participant’s registration will not waive conventional service of a summons
and complaint, subpoena, or other judicial process; submit the client to the jurisdiction of the Court;
or operate as a consent to accept service of pleadings, documents, and orders in actions in which
such attorney/participant has not entered an appearance. An attorney’s/participant’s registration will
constitute a waiver in law only of conventional service of other non-process pleadings, documents,
and orders in the case. The attorney/participant agrees to accept, on behalf of the client, service of
notice of the electronic filing by hand, facsimile or authorized e-mail.

4. Attorneys must be active members of the bar of this Court to file pleadings electronically.

Please return this form to: U.S. District Court for the District of Columbia
Attn:  Attorney Admissions
333 Constitution Avenue NW, Room 1825
Washington, DC 20001

Or FAX to: Will Short
U.S. District Court for the District of Columbia
(202) 354-3023

Applicant’s Signature

Initial of Full Last Name Last 4 Digits SS#
First Name
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UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF COLUMBIA

Plaintiff(s),

VS. Case No.

N N N N N N N N N

Defendant(s).

NOTICE REGARDING SUPERIOR COURT FILE

The original file, certified copy of transfer order, and docket sheet received from the
Superior Court for the District of Columbia is in paper form only and is being maintained in the Clerk’s

office. The Superior Court Case Number is . These documents will be

available for public viewing and copying between the hours of 9:00 a.m. to 4:00 p.m., Monday through

Friday.

NANCY MAYER-WHITTINGTON, CLERK

Date:
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SAMPLE FORMAT

UNITED STATES DISTRICT COURT FOR THE

DISTRICT OF COLUMBIA

; )

)

Plaintiff(s), )

)

VS. ) Case No.

)

b )

)

Defendant(s). )

NOTICE REGARDING EXHIBIT ATTACHMENT

Exhibit , which is an attachment to ,

is in paper form only and is being maintained in the case file in the Clerk’s Office. These documents will
be available for public viewing and copying between the hours of 9:00 a.m. to 4:00 p.m., Monday through

Friday.

Attorney for (Plaintiff or Defendant)
Address:

Date:
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